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Becretary, G5-5 Incunbents
External Research Branch 2oX1A%2
Reports Division {D/R), O/RR
Under the genoral supervision of the Chief, Reports Division, O/FR, and
under the irmediate supervision of the Chief,State-CI4 Joint External Research
Staff, serves as a Secrelary in the office of the External Regearch 3taff and
sgsumes full responsibility for the following dutles:
1. Organization and maintenance on a current basis, through ham'.wn
initistive, of the following files, records, asnd registers:
a. Central file for all MRS publications, classified ascording
to subject end geographicel area, slong with a subject index;
b. Pile of eatalogues and relsted materials for approximstely
125 majcr US colleges, universities, research institutes, and
foumdstions, carrying on the necessery correspondence Lor pro=
euranenty
¢. TPile of titlem of organizations and names of indivlduals,
both within and outside the Covernment, along with their adateases,
for dimtribution of ERS materials, as well as & record of the
distribution of sach itemp
4. Register of potentisl resources of teaching and research
institutions, including descriptions of pertinent study and
research programe;
s. Rogister of names and qualifications of individual specialists
in pertinent flelds both for use in connection with external
research activities snd for recruiting personnel;
£, Register of consultants to serve as contacts with teaching
snd resesrch institutions;
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g+ Resorde of State-and-UIA-sponsorsd research projects with
$ndication of the degree of completion and current changes in
status, |
2. Proparation of ERS materials for reproduction, reviewing all
stencils to assure accuracy of typing and uniformity of format,
and arranging for reproduction by the Division of Central Services,
O/R, State Department.
3. Arranging for the accurate preparation of prewaddressed envelopes
for the distribution of ERS materials.
4« Distribution of ERS publications on the basis of regular mailing
lists and fuifilling special requests for such publications.
5« Preparation of special lists of projects cumpleted or in progress
upon request.
6. Assistance in fulfilling miscellaneous duties, as follows:
a. Organizing end maintgining, on & current basis, over-all
ERS files and the gemeral corvespondence of the office;
b. Setiing up snd maintaining a reg;!atér of reasearch projects
in progress in universitles and research insiitutes, clazssified
according to author, subject, geographical area, and institution;
€. Arranging meetings, when direscted, between members of unie
versities and research foundationa and Stete Department and CIA
officials;
€. Arranging ltinersries snd obtalning reservationse for fisld
trips of steff members;
€. Keeping staff members informed of urgent btusiness in the
Wasghington office vhen they are shaent on field trips.
-? o
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£. Preparing {involving the use of reference work) special
reports on research plamned, in progress, and completed and on
university training and research facilitiesy

g. Answering telephone calls and receiving visitors and verifying
their qualifications to receive informatlon;

h, Taking and transcribing dictation and performing other duties

as required.
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